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PURPOSE: To ensure that Department employees understand the prohibitions and limitations 
pertaining to their conduct and activities while on and off duty. The rules of conduct set forth herein are 
not intended to serve as an exhaustive list of requirements, limitations, or prohibitions on employee 
conduct and activities established by this Department. Rather, they are intended to 1) alert employees to 
some of the more sensitive and often problematic matters involved in police conduct and ethics; 2) 
specify, where possible, actions and inactions that are contrary to, and that conflict with, the duties and 
responsibilities of law enforcement personnel; and 3) guide employees in conducting themselves and 
their affairs in a manner that reflects department standards and professionalism. (PER.09.01) 


POLICY: Employee actions that are inconsistent, incompatible, or in conflict with Department values 
negatively affect its reputation and that of its employees. Such actions and inactions thereby detract from 
the Department’s overall ability to effectively and efficiently protect the public, maintain peace and 
order, and conduct other essential business. Therefore, it is this Department’s policy that employees 
conduct themselves at all times in a manner that reflects the ethical standards consistent with the rules 
contained in this policy and otherwise disseminated by this Department. 


NOTE: The term “Department employee” or “employee” as used in this document, includes both sworn 
and civilian personnel whether full time, part time, or volunteer. The following rules are interpreted 
under the scope and responsibilities specifically associated with the individual’s position. 


PROCEDURES: 


I. Sworn Department employees will, at all times within jurisdictional limits, prevent crime, preserve the 
peace, protect life and property, detect and arrest violators, and enforce the laws of the United States, 
the Commonwealth of Virginia, and all local ordinances in accordance with the rules, regulations, 
policies, procedures, and orders of the jurisdiction and the Department. Employees will be mindful that 
when they act under the “color of the law” (working in you official capacity for the Department), this 
includes not only laws but also policies and procedures. 


II. Obedience to Laws, Ordinances, Rules, and Regulations 


A. Department employees will obey all federal, state, and local laws, and the laws and ordinances of 
any other municipality in which they may be present. Employees will obey all rules, regulations, 
directives, and orders this Department may issue. 

B. Employees will obey all lawful orders issued to them by competent authority. Failure to obey, or 
deliberate refusal to obey, any lawful order may subject employees to corrective action. 

C. Supervisors will not knowingly or willfully issue any order in violation of any law, ordinance, or 
Departmental rule, regulation, general or special order. 

D. To facilitate effective supervision, direction, and control, employees will promptly obey any lawful 
order issued by a supervisor. 

E. Employees are not required to obey any order which is contrary to the laws of the United States, 
Commonwealth of Virginia, or Portsmouth ordinances. However, such refusal to obey is the 
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individual’s responsibility and he or she will be required to justify the action taken. Employees 
who are given orders they know to be contrary to Department rules or regulations should inform 
the person giving the orders of their belief that the orders are unlawful. If the orders are repeated 
and the negative view persists, the individual should immediately inform the next higher 
supervisor in the chain of command. At the first opportunity, the individual will report in writing 
the full facts of the incident to the Chief of Police through the chain of command. 

When officially detailed outside of Portsmouth, employees will carry out orders and directives 
from competent authority. 


. Department employees will observe and respect citizen’s constitutional rights. 
. Employees will not falsely make any type of report, oral or written, or knowingly enter or cause 


to be entered any inaccurate, false, or improper information in Department records. 


III. Disciplinary/ Personnel Actions 


Disciplinary actions may include oral counseling or reprimand, a supervisor’s memorandum, 
suspension without pay, demotion or termination. Personnel actions may include probation, 
counseling, training, close supervision, performance evaluations, or transfer. 


As appropriate, supervisors may take disciplinary action for any of the following reasons: 


1. Incompetent or inefficient performance of duty or inattention to or dereliction of duty. 

2. Insubordination, discourteous treatment of the public or a fellow employee, or any act of 
omission or commission which discredits, injures, or jeopardizes the effective functioning of 
the public service. 

3. Mental or physical unfitness for the position which the individual holds. 

4. Conviction of a felony or a misdemeanor involving moral turpitude, or a pattern of misconduct 
as manifested by a series of convictions of misdemeanors not involving moral turpitude. 

5. Failure to report to a supervisor any misconduct, incompetence, inefficiency, neglect of duty, 
or any other form of misconduct or negligence of which the individual has knowledge. 

6. Failure by supervisors to take corrective action towards employees under their supervision 
who may be guilty of any form of neglect of duty or misconduct where the supervisor knows 
or should have known of such dereliction. 

7. Failure to achieve professional progress and advancement in accordance with reasonable and 
definitive criteria established by the Civil Service Commission, and set forth in its rules and 
regulations. However, such failure must be a personal failure by the individual and not one 
directly caused by conditions beyond his or her control. Further, no person will be disciplined 
under this rule unless and until he or she is given adequate written notice of his or her 
deficiencies and has been allowed a reasonable time to correct them. 


Examples of behavior specifically prohibited include: 


1. Engaging in any type of criminal activity except in the performance of duty and authorized 
by the Chief of Police. 

Acting as bailor for anyone other than a family member (sworn employees). 

Releasing information that would be useful to an escapee from custody or would hamper an 
investigation. 

Unlawful gambling. 

Recommending legal counsel or bondsmen to any person except to a family employee. 
Publicly criticizing fellow employees, superior officers, or any city official. 

Use of harsh, profane, provoking or obscene language toward any employee or the public. 
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8. Sleeping on duty. 
9. Sexual activity on duty. 

10. Interfering in the private business or affairs of another without cause. Unwarranted 
interference not in the direct accomplishment of Departmental law enforcement goals and 
objectives of justice, constitutes misconduct and/or malfeasance. 

11. Acting as an agency for any professional service where fees may be charged, unless the Chief 
of Police has authorized that employment, e.g., attorneys, wrecker services, auto repair 
shops, funeral homes, etc. 

12. Patrolling in a private vehicle unless specifically authorized by the Chief of Police or designee. 

13. Interfering, or attempting to interfere, with investigations assigned to other employees. 

13. Conducting self-initiated investigations without the knowledge of the investigating 
employee’s immediate supervisor. Professional Standards Bureau (PSB) investigations are 
handled in accordance with that Unit’s operational guidelines. 


IV. General Conduct 


A. Employees will display respect for their superior officers, subordinates, and associates. 

B. Employees will address their subordinates, associates, supervisors and the public courteously and 

will not use abusive, violent, insulting, or provoking language, or any other language which 

could be deemed offensive to any person or group by reason of their racial or ethnic background, 
or political or religious affiliation. 

Employees will be civil and courteous at all times. They will maintain an even disposition and 

remain calm, regardless of provocation, in executing their duties. 

. Employees will not gossip or speak rumors detrimental to the department or its employees. 

Employees will always display absolute honesty. 

Employees will cooperate, and coordinate their efforts, with other employees to insure maximum 

effectiveness. This cooperation and coordination extends to other law enforcement and 

government agencies. 

G. Employees will restrict personal conversations or personal associations to an appropriate 
minimum while on duty. 

H. Employees will not display cowardice in the line of duty or in any situation where the public or 
another employee might be subject to physical danger. Unless actually incapacitated themselves, 
employees will aid, assist, and protect fellow employees in times of danger or under conditions 
where danger might reasonably be impending. 

I. Employees will not use, or attempt to use, their official position, badge or credentials for 

personal or financial gain or advantage. 

Employees will adhere to the City of Portsmouth’s Administrative Policy Directives. 

K. Employees will obey all policies regarding the prohibition of sexual, racial, religious, or ethnic 
harassment in the workplace. 

L. Employees will not engage in acts of harassment. Harassment, other than sexual, is verbal or 
physical conduct that denigrates or shows hostility or aversion toward an individual because of 
race, color, religion, sex, national origin, age, or disability which has the purpose or effect of 
creating an intimidating, hostile, or offensive work environment or interferes with an individual's 
work performance or otherwise adversely affects an individual's employment opportunities. 

M. Employees shall cooperate fully in internal administrative investigations conducted by this or 
another authorized agency, and shall provide complete and accurate information regarding any 
issue under investigation. 

N. Officers shall treat violators with respect and courtesy, guard against employing an officious or 
overbearing attitude or language that may belittle, ridicule, or intimidate them, or act in a manner 
that unnecessarily delays the performance of their duty. 
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O. Officers shall not use their police powers to resolve personal grievances (e.g., those involving the 
officer, family members, employees, relatives, or friends) except under circumstances that would 
justify the use of self-defense, actions to prevent injury to another person, or when a serious 
offense has been committed that would justify an arrest. In all other cases, officers shall summon 
on-duty police personnel and a supervisor where there is personal involvement that would 
reasonably require law enforcement intervention. 

P. Officers shall not knowingly commence or maintain a relationship with anyone under criminal 
investigation, indictment, arrest, or incarceration by this or another criminal justice agency, or who 
has an open and notorious criminal reputation in the community (e.g., persons whom they know, or 
should know, or have reason to believe are involved in felonious activity), except as necessary to the 
performance of official duties, or where unavoidable because of familial relationships. 

Q. Officers shall be guided by state law regarding their participation and involvement in political 
activities. Where state law is silent on this issue, officers shall be guided by the following 
examples of prohibited political activities during working hours, while in uniform, or otherwise 
serving as a representative of this agency: 

1. Engage in any political activity; 

2. Place or affix any campaign literature on city owned property; 

3. Solicit political funds from any Department employee or another governmental agency of this 
jurisdiction; 

4. Solicit contributions, signatures, or other forms of support for political candidates, parties, or 
ballot measures on property owned by this jurisdiction; 

5. Use official authority to interfere with any election or interfere with the political actions of 
other employees or the general public; 

6. Favor, or discriminate against, any person seeking employment because of political opinions 
or affiliations; 

7. Participate in any type of political activity while in uniform. 


V. Gifts, Gratuities, Rewards 


A. Employees will not accept nor solicit, either directly or indirectly, any gift, gratuity, loan or fee 
or any other thing of value arising from, or offered because of police employment, or any activity 
connected with such employment. 

B. Employees will not accept any gift, gratuity or other thing of value whose acceptance might tend 
to influence, directly or indirectly, the actions of any employee in any manner of official 
business, or which might tend to cast any adverse reflection on the Department or any of its 
employees. 

C. Employees will not accept any gifts, gratuities, monetary rewards, or any other considerations for 
services rendered in the line of duty to the community, or to any person, business or agency, 
except the lawful salary and any other fees authorized by the Code of Virginia, or any special 
considerations authorized by the Chief of Police. 

D. Employees will not use the influence of their position for political purpose or personal gain. 


VI. Duty 


A. Employees serve in order to protect lives, preserve the peace, enforce the Commonwealth’s and 
city’s laws, and assist the public with any reasonable request. 

B. Employees will report for duty at the time and place specified by their assignment or orders, and 
will complete the number of hours on duty required by their assignment. They will be properly 
dressed in accordance with the Dress Code Policy. 
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C. On duty employees will not engage in any activity or personal business which would cause them 
to neglect their duties. 

D. Employees will identify themselves to any person requesting their name and rank. 

E. Employees will maintain a working telephone, and will make proper notification of their telephone 
number and address, and of any changes. 

F. Employees will complete and submit all Department required and legally required forms and 
reports before the end of their tour of duty. 

G. Employees will not provide information from law enforcement databases including, but not 
limited to, computer-based vehicle license or name checks, to anyone except for law 
enforcement purposes. 

H. If not incapacitated, employees will notify their supervisor as soon as practical of any injuries 
and the circumstances surrounding the injuries. 

I. On duty employees will keep dispatch informed of their whereabouts and maintain radio contact. 
Employees will maintain a professional attitude and manner when communicating by radio and 
will abide by FCC and Department requirements. 

. Employees will not loiter (stand idly by with no apparent purpose) anywhere while on duty. 
Employees are responsible for the cleanliness and upkeep of police facilities. 

. Employees will keep their police vehicles and assigned equipment clean. 

. Employees must carry police identification with them at all times. Additionally, while on duty 

Department employees will carry a valid driver’s license. 

. Employees will not conceal their identities while on duty, except for some police purpose. 

Employees must notify their supervisors of any circumstances which prevent them from properly 

and lawfully performing their assigned duties. Those circumstances may include suspension of 

driving privileges, taking prescription drugs, physical injuries incurred either on or off duty, etc. 
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VII. Use and Possession of Intoxicants (alcoholic beverages and drugs) 


A. Employees will not bring any intoxicating substance into any police building or vehicle except 
when such substance is evidence or contraband, found unsecured, or when its transportation is 
authorized for a law enforcement purpose. 

B. Employees will neither drink nor buy any alcoholic beverage while on duty. Plain clothes 
officers, with the consent of their Bureau Commander, may drink limited alcoholic beverages 
while on duty when necessary to accomplish a police mission. 

C. Employees will not consume alcoholic beverages when wearing the department’s uniform, or 

part of the uniform, regardless of duty status. 

. Employees on callback status will not drink alcoholic beverages or consume other intoxicants. 

Employees who drink alcoholic beverages on their personal time will not commit offensive or 

obnoxious acts which may discredit the department’s image. 

F. Employees, regardless of duty status, will not use any narcotics, hallucinogens, stimulants, or other 
dangerous drugs, unless prescribed by a physician for illness. Employees will notify their supervisor 
whenever they are prescribed such medications. Employees are not to use these medications to the 
extent that the performance of assigned duties will be impaired. 
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VIII. Leave 
A. Employees will not be absent from duty without first obtaining permission from their supervisor. 


B. Employees will, in situations requiring emergency leave or sick leave, notify their supervisor of 
the circumstances as soon as practical. 
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IX. Information 


A. Employees will not divulge police information to which they have access, or which may come to 
their attention, nor will they make information contained in police records or documents available to 
anyone except as provided by law or by competent authority. 

B. Employees will not divulge to anyone the identity of anyone giving information to the 
Department except as otherwise directed by competent authority. 

C. Employees will communicate promptly to a supervisor any information regarding tips on crimes 
or criminal activity, or any other relevant law enforcement information which may come into 
their possession. After conferring with a supervisor, the employee and supervisor will provide 
the information to the appropriate individual(s). 

D. Employees will not discourage or prohibit any other employee from making any lawful or proper 
report, whether on criminal or disciplinary matters, through the chain of command. 

E. Employees will not divulge any Professional Standards Bureau (PSB) or internal investigative 
information which they have knowledge of, whether they are the subject or a witness, to anyone 
outside of the PSB or the Chief of Police. 


X. Public Appearances, Speeches, Statements, Correspondence 


A. Employees will not use official letterhead for their private or commercial correspondence. 

B. Employees will not use or allow to be used, their official police or city identity, city property, or 
anything else which alludes to their official office, to endorse any product or service without the 
written permission of the Chief of Police. 


XI. Court Cases 


A. Employees will refrain from using the powers of their office in the pursuit of strictly private or civil 
matters except those matters where they may be personally involved, where they are required by 
law to exercise their powers, or where a breach of peace is imminent. 

B. Employees will not take part, or be concerned either directly or indirectly, in making or negotiating 
any compromise or arrangement for any person with a view of permitting such person to escape 
the penalty of the law, nor will they, except in the line of duty, attempt to have any traffic violations 
voided, reduced, dismissed or stricken from the record. 

C. Employees will not communicate in any manner, directly or indirectly, information which would 
enable persons who have violated city, state, or federal codes to escape arrest or punishment. 

D. Employees will immediately report to their supervisor any arrests or court actions, both civil and 
criminal, in which they are named. 

E. Employees who detain an employee of another law enforcement agency will immediately notify 
their supervisor. The arresting/detaining employee must take whatever action is appropriate for 
the circumstances, including issuance of citations or making an in-custody arrest. Ranking on- 
duty officers will notify the arrestee’s/suspect’s agency as a matter of professional courtesy. 


XII. Memberships 
A. Employees will not belong to any organization that advocates the violent overthrow of the 
United States government, the Commonwealth of Virginia or any unit of local government, or 


participate in any organization which has a purpose, aim, objective, or practice contrary to the 
obligations of a law enforcement officer under these rules of conduct. 
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XIII. Money Expenditures 


A. Employees will not incur any financial obligations or spend any funds in the Department’s name 
without permission from the Chief of Police or his or her designee. 

B. Employees will not imply or accept financial liability for loss or damage on the city’s behalf. 
Employees will refer any inquiries concerning financial liability to the City Attorney. 


XIV. Conflict of Interest 


A. Actions by Department employees will not conflict, in any way, with the Department’s objectives, 
damage its image, or compromise its law enforcement authority. 


XV. Use of Tobacco 


A. Employees will observe all city regulations regarding smoking in the workplace. 


APPROVED: a oo 


Tonya D. Chapman 


ADM.01 Rules of Conduct (08.02.17) Page 7 of 7 


